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Announcement - ‘Employee on Maternity Leave’
To:

[Recipient name]

From:

[Your Name]
Date:

[…..]

Subject:
[Maternity leave of (employee name)]
We are contented to announce that [employee name] is going on her maternity leave from 
[date].

She would be re-joining us in the month of [month name]. During her absence, [other employee name(s)] will be handling her responsibilities.

On behalf of our whole staff, I wish [employee name] a healthy delivery.

Best wishes for her to be born child.

Thanks
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